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Summer  brings  vacations  and  a  respite  from  club  or  school  activities 
for  most  office  women;  it  also  brings  problems  peculiar  to  the 
season.  Despite  talk  about  the  traditional  summer  slump,  white- 
collar  girls  may  be  as  busy  as  ever. 

For  one  thing,  with  so  many  people  away — and  due  to  the  longer 
vacations  allowed — those  who  are  left  behind  often  must  pinch-hit 
for  the  absentees.  Tips  for  keeping  up  with  your  work  plus  the 
extras  you  may  be  handling  were  offered  by  office  women: 

"Organization  counts  more  than  ever.  Start  promptly  and  tackle 
first  things  first.  Make  a  list  of  what  to  do,  in  proper  order;  check 
off  each  task  as  you  finish  it.  You  can  see  how  much  you've  done, 
instead  of  fretting  about  the  whole  workload." 

"Mental  fatigue  is  more  tiring  than  physical  effort.  A  good  anti¬ 
dote  after  sitting  at  a  desk  all  day  is  exercise.  Take  a  walk  in  the 
cool  of  the  evening,  bowl,  swim,  sock  golf  balls.  You'll  sleep  better, 
and  you'll  return  to  work  refreshed." 

Keeping  up  your  appearance  becomes  more  important  in  summer. 
The  better  you  look,  the  better  you'll  feel.  Several  suggestions: 

•  "Wear  simple,  lightweight,  loose-fitting  clothes.  Prints  don't 
muss  or  soil  as  much  as  plain-colored  dresses.  Fabric  or  straw 
shoes,  belts,  and  bags  are  cooler  than  leather.  Avoid  fussy  clothes 
and  heavy  jewelry;  both  look  overpowering  and  hot." 

•  "Your  skin  may  need  more  care  to  keep  it  from  drying.  Be  lavish 
with  creams  and  lotions.  Go  easy  on  makeup  foundation  and  rouge. 
Elaborate  eye  makeup  isn't  suitable  for  the  office,  and  it's  heavy¬ 
looking  in  summer.  Cleansing  pads  are  a  guick  way  to  freshen  up." 

•  "If  your  hair  tends  to  dryness,  wear  a  light  hat  to  protect  it  from 
the  sun.  Sunglasses  will  save  your  eyes  from  glare  and  you  from 
getting  sguint-lines." 

"Good  grooming — daily  bath,  freguent  shampoos,  simple  hair 
style,  deodorants,  hair  removal,  manicures — is  basic  if  you  want 
to  look  fresh  as  a  daisy,  not  like  the  last  rose  of  summer." 
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Make  a  better  friend  of  every  man  wil 


Two  Experts  Tell  How  to  Make  Every  Letter  a  Good-Will  Ambassador 


Results  of  a  survey  of  management  men  showed 
that  of  the  knowledge  and  skills  offered  by  62  college 
courses,  communications  and  human-relations  skills 
were  most  freguently  used  in  business.  Writing  in 
Nation's  Business,  R.  H.  Simonds  said:  "About  80  per¬ 
cent  of  the  respondents  put  'skill  in  letterwriting'  at 
the  top  of  their  list." 

Any  woman  who  wants  to  help  her  boss  get  things 
done  (or  to  advance  herself),  should  be  interested  in 
better  letters.  Two  aids  were  suggested  by  an  execu¬ 
tive  and  a  business  teacher.  The  former  reminds  us 
of  the  opportunities  to  make  more  friends  via  the  mail, 
while  the  teacher  tells  how  to  say  what  you  mean. 

Letters  You  Don't  Have  to  Write 

Among  the  oft-neglected  contacts  of  business  are 
many  that  would  build  stronger  personal  relationships 
between  individuals.  Most  of  us  become  so  absorbed 
in  the  necessities  of  our  work  that  the  little  courtesies 
— the  amenities  of  business — are  crowded  out. 

Many  of  these  courtesies  are  splendidly  adapted  to 
expression  in  personal  letters:  A  few  words  of  appre¬ 
ciation  for  the  help  or  kindness  of  an  associate,  a  note 
of  congratulation  upon  the  achievement  of  a  friend, 
an  expression  of  sympathy  for  one  who  has  met  grief, 
a  holiday  note  of  good  wishes  to  a  friend.  The  person 
who  takes  time  to  practice  the  amenities  enriches 
both  his  business  associations  and  his  personal  experi¬ 
ences.  Friendliness  begets  friendship. 

FROM  NINE  TO  FIVE  By  Jo  Fischer 


‘‘If  you  don't  know  what  to  tell  them,  why  don't  you 
leave  the  letter  blank  .  .  .  and  just  sign  it." 


There  are  many  other  ways  of  ripening  acguaint- 
ances  into  friendship,  but  I  know  of  none  better  than 
the  simple  habit  of  writing  letters  you  do  not  have  to 
write.  Check  your  own  experience  and  see  if  you  do 
not  find  a  soft  spot  in  your  heart  for  the  fellow  who 
just  went  out  of  his  way  a  bit  to  write  you  a  letter  that 
you  didn't  expect  -that  he  didn't  have  to  write. 

To  anyone  who  would  make  the  most  of  friendship 
in  business,  the  many  opportunities  for  cordial  per¬ 
sonal  contacts  by  letter  can  give  a  lot  of  satisfaction. 
Writing  letters  you  do  not  have  to  write  adds  to  the 
joy  of  living  and  brings  pleasure  to  others  as  well  as 
to  yourself. 

— George  G.  Moody,  Office  Manager 
Joseph  T.  Ryerson  &  Son,  Inc. 
Chicago,  Illinois 

How  to  Say  It 

The  "you"  attitude,  or  writing  from  the  recipient's 
point  of  view,  is  important  in  letters.  Our  concern 
for  our  readers  must  be  sincere.  A  tactful  approach 
helps.  For  example,  when  you  answer  a  letter  ad¬ 
dressed  to  someone  else,  your  reply  can  sound  like 
a  brushoff  or  imply  special  attention.  Instead  of  say¬ 
ing,  "Your  letter  has  been  given  to  me,"  say:  "Mr. 
Jones  has  asked  me  to  write  you." 

When  you  write  a  letter,  the  purpose  is  to  convey 
a  message,  not  to  educate  the  recipient  by  increasing 
his  vocabulary.  Use  the  words  you  use  when  you 
talk.  If  you  look  just  a  little,  you'll  find  a  short  or 
medium  word  to  say  what  you  mean.  (Roget's 
Thesaurus  is  a  good  reference  book;  you  can  get  a 
paperback  edition  for  35  cents.) 

About  twenty  words  is  the  greatest  number  we  can 
use  in  a  sentence  effectively.  The  comic  strips  average 
only  eight  words  per  sentence. 

For  clarity  and  effect,  a  letter  should  not  have  more 
than  one  subject. 

Avoid  "cleverness  on  paper."  Don't  be  flippant  or 
cute  in  letters.  Don't  be  too  outspoken.  Write  as  you 
talk,  but  remember  that  letters  should  have  a  certain 
dignity. 

The  closing  should  be  forceful;  it  should  lead  the 
reader  to  do  something.  Give  your  reader  a  course 
of  action  to  follow  and  a  deadline. 

As  a  final  check,  read  your  letters  aloud  to  learn 
how  they  will  sound  to  those  who  receive  them. 

-  Elizabeth  Melson 

Associate  Professor  of  Business  English 
University  of  Illinois 
Champaign  -  Urbana,  Illinois 


whom  you  come  in  contact~';^M<^ 


There’s  One  in  Every  Office 

Affected  Amanda 

Though  Amanda  works  for  a  living,  just  like  the 
other  women  in  her  office,  she  annoys  them  by  putting 
on  airs.  Her  manner  is  overly  dainty,  which  can  be 
as  irritating  as  a  total  lack  of  manners. 

She  makes  people  uncomfortable,  because  she  tries 
so  hard  to  impress  them.  A  reguest  for  information  is 
couched  in  such  flowery  language  that  her  co¬ 
workers  find  it  hard  to  grasp  her  meaning.  They  wish 
she'd  just  say  what  she  wants. 

Amanda  is  a  firm  believer  in  flattery.  She  makes 
such  a  production  out  of  giving  a  compliment  that  it 
embarrasses  the  other  person.  As  one  co-worker  re¬ 
marked,  "When  she  pays  a  compliment,  you  feel  you 
ought  to  give  her  a  receipt."  Amanda  spreads  it  on 
so  thick  when  she  butters  up  her  boss  that  others 
wonder  how  he  keeps  from  sliding  out  of  his  chair 
into  the  aisle.  Her  co-workers  have  nicknamed  her 
"Old  Faithful,"  because  she  gushes  so. 

She  assumes  an  air  of  humility.  Everyone  knows 
that  Amanda  considers  herself  extraordinary,  but  she 
delights  in  belittling  herself.  This  is  a  plea  for  re¬ 
assurance,  but  her  associates  are  weary  of  the  game. 

Ironically,  affectation  depresses  rather  than  im¬ 
presses  people.  Amanda  could  make  more  friends  if 
she'd  relax  and  be  natural. 


What’s  New  in  Business 

Everyone  Gets  Ideas 

A  new  booklet  stresses  the  value  of  employee  sug¬ 
gestions.  Stating  that  "Nothing  is  so  perfect  that  it 
cannot  be  improved,"  the  pamphlet  outlines  ways  to 
spark  ideas  that  will  save  time  and  money.  You  can 
get  a  copy  of  "There  Must  Be  a  Better  Way!"  from 
Ticonderoga  Publishers,  230  Park  Avenue,  New  York 
17,  New  York,  for  20  cents. 

Type-Correction  Paper 

Perfectype  has  been  designed  to  correct  typing 
errors.  The  user  inserts  this  treated  paper  over  an 
error  and  retypes  the  error,  which  the  paper  absorbs. 
To  get  a  free  sample,  send  a  self-addressed  envelope, 
marked  "Perfectype  Sample,"  to  the  editor  at  the 
address  on  the  back  page. 

Progressive  Filing 

Readers  interested  in  the  latest  filing  methods  will 
find  complete  information  in  the  seventh  edition  of 
Progressive  Filing  by  Kahn,  Yerian,  and  Stewart.  You 
can  order  a  copy  from  Gregg  Publishing  Division, 
McGraw-Hill  Book  Company,  Inc.,  330  West  42nd 
Street,  New  York  36,  New  York,  for  $3.16. 


A  Quiz  on  Filing  Procedures* 

Check  one  answer  for  each  guestion: 

(Answers  on  back  page.) 

1  - a.  Take  specific  time  each  day  for  filing. 

_ b.  Let  filing  accumulate  into  an  operational 

bottleneck. 

2  - a.  Make  freguent  use  of  cross  references. 

_ b.  Depend  on  a  good  memory  to  know  just 

where  to  find  things. 

3  - a.  Use  a  sorter  to  group  material  together  be¬ 

fore  filing  it. 

_ b.  Spread  filing  out  all  over  the  desk  where  you 

can  see  it. 

4  - a.  Remove  clips  and  pins  from  material  before 

filing. 

_ b.  Try  to  get  done  faster  by  filing  everything 

just  as  it  comes  to  you. 

5  - a.  Start  a  separate  folder  when  a  file  reaches 

five  pieces  of  material  and  add  a  second 
folder  when  its  contents  exceed  an  inch. 

_ b.  Keep  several  files  in  one  folder  so  you  don't 

have  to  make  so  many  labels. 

6  _ a.  Have  files  that  are  clearly  marked  with  infor¬ 

mation  typed  on  modern,  pressure-adhesive 
labels. 

_ b.  Save  time  by  writing  on  the  folder  tab,  be¬ 
cause  "after  all,  who's  going  to  see  it?" 

7  _ a.  Use  charge-out  cards  and  have  a  followup 

system  for  material  not  returned  promptly. 

_ b.  Give  out  a  file  and  just  jot  the  name  on  a 

slip  of  paper  in  your  desk. 

8  _ ^_a.  Have  a  definite  schedule  for  weeding  out 

and  transferring  your  files. 

_ b.  Play  it  safe  by  filing  everything.  Let  someone 

else  decide  how  long  to  keep  papers. 

’Reprinted  through  the  courtesy  of  Stivers  Office  Service,  Chicago. 

Was  Your  Face  Red? 

Most  office  women  have  lived  through  at  least  one 
embarrassing  moment.  After  the  awkward  situation 
has  passed,  it  may  seem  amusing.  Or  the  experience 
may  have  taught  you  a  valuable  business  lesson.  In 
any  case,  why  not  share  your  blooper  with  other 
readers? 

Enter  the  Bulletin  contest  on  "Super-Duper  Bloop¬ 
ers."  Letters  should  be  250  words  or  less,  typewritten 
and  double  spaced.  Include  your  name,  position. 


company  name  and  address,  and  mail  your  entry  to 
the  editor  at  the  address  on  the  back  page.  Deadline 
is  August  1,  1961. 

The  most  interesting  tales  will  appear  in  the  Bulle¬ 
tin — anonymously,  if  specified.  First  prize  is  a  "From 
Nine  to  Five”  pin.  Each  contestant  will  receive  a  new 
Dartnell  booklet  for  office  women. 

Answer  to  Filing  Quiz 

Score:  8  straight  "a's” — You're  a  Super  Filer 
8  straight  "b's” — You're  a  Violet  Vague 
Some  of  each — To  err  is  human. 

'T’he  Ma-1’ 

The  Bird  Watchers 

Re  the  letter  on  office  snoopers,  we  have  several 
here.  Should  I  brave  whispers  and  comments  about 
absences,  or  should  I  silently  stick  to  my  desk  for 
8  hours  to  prevent  such  rumors  about  "wasting 
time”?—?.  K. 

Leaving  your  desk  occasionally  is  normal  in  the 
day's  routine.  You  shouldn't  have  to  explain  such 
absences  to  your  cc-workers,  unless  one  of  them  must 
answer  your  phone  while  you're  away.  When  you  go 
to  another  department,  it's  courteous  to  let  your  boss 
know  where  to  find  you. 

If  the  persistent  whispers  bother  you,  put  a  sign  cn 
your  desk,  "I've  gone  to  the  accounting  department.” 

Sauce  for  the  Goose 

A  woman  in  my  charge  is  an  excellent  worker,  but 
she  talks  all  the  time.  Her  raspy  voice  irritates  others, 
and  the  continual  chatter  keeps  them  from  concen¬ 
trating,  so  they  make  mistakes.  When  I  mentioned 
this  to  her,  she  burst  into  tears.  However,  she  felt  free 
to  give  me  a  swear  box  earlier  this  year  "as  a  gentle 
hint.” — A  Supervisor 

Give  her  the  swear  box  and  say,  "You  helped  me 
overcome  a  bad  habit.  Now,  I'd  like  to  return  the 
favor.  Why  not  drop  a  coin  in  this  box  whenever  you 
start  chatting  while  the  others  are  trying  to  work?” 


A  Pat  Answer  to  Pert  Questions 

I'd  be  interested  in  a  pat  answer  to  give  co-workers 
who  constantly  ask,  "What  are  you  doing?”  They 
don't  mean  to  be  nosy,  but  at  the  same  time,  each 
person  is  working  individually  and  a  task  may  be 
confidential. — R.  B. 

If  people  ask  what  you're  doing  when  you're  work¬ 
ing  on  a  confidential  matter,  the  polite  but  evasive 
answer  seems  best.  Smile  and  say  something  like, 
"The  usual  routine.” 

Any  reply  like,  "I'm  sorry,  I  can't  discuss  it— it's 
very  confidential,”  would  invite  trouble.  This  attitude 
merely  whets  the  person's  curiosity.  What  might  have 
been  shrugged  off  then  becomes  a  challenge  to  the 
inquirer. 

Using  Dictation  Discs 

Do  you  have  the  address  of  Dictation  Disc  Company 
in  New  York?  I'd  like  to  use  these  discs  for  increasing 
speed  in  Stenograph  machine  study. — R.  E. 

Glad  to  oblige.  The  address  is  170  Broadway, 
New  York  38,  New  York. 

Memo  From  the  Editor 

When  we  polled  our  Readers  Panel  about  vacation 
plans,  the  group  had  so  many  good  ideas  that  the 
Bulletin  didn't  have  room  to  print  them  all.  Their  tips 
have  been  published  in  a  24-page  booklet,  "What  a 
Secretary  Should  Know  About  Her  Vacation.”  Each 
panel  member  will  receive  a  copy  in  appreciation  for 
her  help.  The  booklet  is  available  from  Dartnell  for 
25  cents. 

Speaking  of  trips,  the  editor  is  off  to  the  annual 
convention  of  The  National  Secretaries  Association 
(International)  in  Los  Angeles  at  the  Biltmore  Hotel. 
I'll  be  there  from  July  17-22  and  would  love  to  hear 
from  Bulletin  readers  in  Los  Angeles  at  that  time. 
Just  give  me  a  buzz. 


Marilyn  French,  Editor 
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